Approved For Release ZOOZIOQIMQP78-05538AOOO1 00010019-0

MEMORANDUH FOR: Director of Personnel
SUBJECT: Addresses for Personnel Ovarsess

| 1. The change-over made by the Ageney during 1958 from i
! the use of "U. 8. Goverameni’ as sn suployer desigmetion on
!

| 25X1

| eI, Py absence of addresses. The personnel locator fil -
tained by Machine Records Ulvisien in ascordance uitgl;::;:fff] 25X1
(proposed for reissusnce as [ D is inadequate 8

; purpose since it covers only employses st Meadguarters.

4. No provision haz heretofore been made to assemble and ﬁ

| maintain a eorrent file of addresses for persomnnel oversess. i

5 Sources of addresses are available fer emplovees orverseas, but |

| these sourcoes, identified belew, are either too izmpractiosl to |
use or are rapidly outdated:

®. Residence and Dependency Report, Form 33-48, ‘
provides for designating a permanent or legal address, !
| et it is mot practical to always use for this purpose !
E because it may or may not be the corrsct address fer tax
purposes.

b. #ithholding Exesption Certificates, %.4's,
which inelude an addresa, are prepared upon an individ-
i unl’s entrance on duty, upon transfer between fupds, or
! upon & chainge in pumber of exemptions claimed, but pew ‘
; %;4'5 are not raguired vhenever a change occurs in home }

¢. Exemption certiffeates used in comnection with || EGIB
the Distriet of Columbia tax withholdinags, Porms D-4 and ‘

C DedE prrent than ¥-4's with respect to add-

|
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I oLae - ’:é DR . i

25X1
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resses, However, the only provision for obtaining a new
4 or D-4a is vhen the employse changes his place of
residency from the Dstriet of Columbia to 2 state or vice
varsa, or changes the mmber of axcomptions clalmed.

| 4o ixpavience with the personnel locator records on

1 Hosdouarters' ewployses indientes that this method is econom-

; ies! and satisfaetory. Thersfore, it is recommended that the

T neroonnel logstoy files at Bosdmuarters be expandcd to ineclude

1 stateside sddress informetion for all overseas employees.
Tndeyr thiz arrangement sach cmployee preparing o o overseas
wourld bu reguired to complete a2 Form No., 642, Persopnel Infor-
untion Card, at the time other forms are completed in Central
Mrocaossing, snd subseguently vwhenever 2 change of addressz is
ragaired. The initisl rocord for overseas employses will be
wutabhlished basoed upon the sddresses to be utilized on 19587

4, in order to obtain addrosses Tor ¥-2's for calendar
yoar 1957 for each cmployeoe oveorseas i search of individual
files has heen made. It has been 1 ffieult and often impos-
aible for Headousvters to determine which addresc avallable on
difforent records shonld be used for ¥-2 purposes. In view
ai the need to advise field persounnel of the source of add-

‘ vossos to be umsed on 1987 ¥-2's, it is reecommended that the

25X1 annual | |te be lssued by your Offiec relative to

‘ ingome tax responsibilities inglude paragraphs somevhat as
indiecated in Attachment A.

&, If you agree with the recommendation made in pars-
grapih 3, this Oifiece will inttiate necessary revisions in the
affected regulatory issuances., Ilease advise 38 to your con-
ocurrence and az tp the action to be taken by vour Office with

r #9epact to_ths racommendation in paragraph 4.
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ATTACHMENT "A"

SUBIECTY: sted Information for Inclusion in the Anmuanl
|sn Tax Responzibilities

i. The Internal Revemie Service reguires that the Form
V-3 besr on its face the individual's addwess in addition to

him ecurrent earnings and the amount of money withheld for taxes.

Stateonide addrosses are reguired for all staff and contrant
smployees who are eitizens of our country for the purposme of
complying with this reguirement gnd for carrying out existing
arrangements pertaining to the peeure reporting of income tax
withholdings. Addresses acceptable for this purpose include:
{1) an adédress at which mail may be roceived, (2) the actusl
permanent address of the individual, (3) the individual's last
stateside address, (4) the address of an smergency addressec,
or {53) theo address to which the ipdividual intends to return
upon completion of his teur of duty. | |
cannot be used.

4. To comply with the reguivrement for addresses for
the 18957 tax year, informution wasz taken from porsonnel loeca-
tor files, ¥-4's, D-4's or D-da's, and Form 33-48, Residenco
and Dependency Reporta. The address used in each instance
was that consldered most plaasible. If any individual has
reason to specify the use of a d&ifferent sddress for the next
tax yoar, he should commmaicate with headguarters, specifying
the newv address to be used for %2 parposes. Yeadgquarters
has made arrengements to establish a permanent and current
fiie of employee'’s addresses for future use on %-2's,
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